25X1A

25X1A

~ Approved For Release 2000/08/29 : CIA-RDP78-05538A000200110007-1 ‘ TAB-A

I

] p————
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deneral Requirsments of the Agency
and/or the Fiscal Division Regarding Support Documentation
and Information Relative to Billing Other Government Agencles for
Refunds and Reimbursements

Referencet Agency Reguletion]

In order that Agency officisls may better be prepared to present
to offictals of other governument operations the reguirements of this
Agency regarding billings for refunds and/or relmburseuents adherence
¢ the following outline will serve a# detail support to Agency Regu-

tetion N

Policy
Buffieclent competent evidentiasl metter should be obtained to en-
teblieh the exlstence of any sgreewment or understanding to furnish
services (including personal services) equipment, or suppliee to other
¥. 8. Government mgencies, foreign govermments, or others. BSuch evi
dence shall be in the form of: |
A. Written sgreeuent
B. Contract
€. Purchase Order or letter order, or letter of commitment or
understending.
D, 1In tostances where security or other operating considerations
prevent the obteining of such a document, the Agency official
vho entered i’nto the sgreemerit shell prepare & memorsndum

setting forth the verbal egreement or arrangement.

IIT Procedure

Upon rendition of services or delivery of equipment or supplies
& recelpt, blll of lading, certificate, or other document evidencing
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that the Agency has fulfilled its obligstiops under the sgreement or
exvangenent sball be obtained. If seourity or other opersting con-
siderstions prevent the cbtsining of any such document, the suthorized
offictlal shell prepere 8 certificate of performence under the agreement.

Fiscal Division i to be furnished en edditional copy of each sush
éoqument {as sccompanies the billing) for retention in its files for
;appwt to the Accounts Recelivable recoxdsticn.

Llessificationt Clear and coumplete information as to the Becurity
@h&aiﬂ.cuﬁm should be stated in the directive to the billing office.
(Frequently wemoranda ta classified sucret and sll the details end
document support is unclassified.) If the document ¢s clsssified it
is necesgary that the coumplete address be fuwrnisbed; nawe of individusl
to contact, title, hLullding address in full ineluding room number.

Pricingt The tolal velus of the tranesction should be steted in
dollar amount for the btniag clerk. Frequently, it {s igpossible to
reconcile the smounts on the requisitione with those shown on the de~
divery dcouments. Occesionslly e= & means of expeditious copvenlence
e 8. F. 1080 villing mey be prepared by the requisitioning agency and
the value as shown on this form may be enother amount which lends to
Durther compounding the confusion.

In order thet the Fiscel Divisiop Accounting Brapch can properly
sstablish the Accounts Recsivsble for the 1080 billing in the accounting
records they must have informstion a&s to the fiseal yeer or years fn-
volved in event the settlement resulis in a reinmbursement to the approp-
riation or sppropriations. If the ssttlement resulte in a vefund it is
pacesgary thet the ail.btmnt syambol or sywbols eppliceble be included
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in sddition to fiscal year or years in the memorandume to the Fiscal
Diviston, |
VII Follow Up
 The Fisgal Division Accounting Office will age esch billing that
1t hae outsisnding st the month end. This aging will be accomplished
as of the last vorking day of every wonth.

Those billings vhich are 60 days old will be followed up by 2
letter of inquiry ss to the status of the pending setilement. If there
has not been any action or a satisfectory reply has not been received
in 30 deys from first follov up letter a second lnquiry letter ahall
be yrepared, If after 30 days no estisfsctory action has been uade
in regard to the segond follow up (the billing, then 120 daye old} the
Fiscal Division Aneoun‘g‘ing Brench will have done all within its power
to effect sattlement and will twm the fils cver to the Assisiant

gomptroller for further action.
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